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Air Emission Inventory Update 
Contact Information Screen

• Three contacts
– Air Reporting Contact
– Air Billing Contact
– Air Responsible Contact

• Change incorrect information
• Use Save button
• Use Find button if a contact record is 

empty or wrong person
• Use Add button to add a new contact if the 

find is not successful

 
Disclaimer 
 
Information shown on screens for this tutorial was taken from test data developed for the air emission reporting program.  Device, 
process, and other information from existing facilities were used for illustrative purposes only.  Existing facility data was used to show 
typical usage of screens in the program.  None of the information presented in the following screens should be viewed as accurate 
information. 
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Contact Information 
You should review each of the three air contacts on this screen—air reporting contact, air billing contact, and air responsible contact.  
You can do this by clicking on the ‘Update Contacts’ navigation link located on the left side of the screen.  
 

 



Air Contact Information     Page 3 of 10 
January 6, 2007 

 
 
 
 
 
If any of the information for these contacts is incorrect then overwrite that information and click on the save contact information 
button.   
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If the person in the role is wrong, search for the correct contact first by clicking on the Find Contact button.  
 

 
Click on the box next to the name of the person found in the search. 
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The information for that person will be loaded into the reporting role. 
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 If the person is not found, then add a new contact by first clicking on the ‘Return’ button. 
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Click on the ‘Add New’ button. 
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Add information for the new person and then click the ‘Save Contact Information’ button.   
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You should review each contact and save information for that contact.  Save information for that contact even if the information is 
correct.  When you have successfully completed this task, you will see a check mark next to the ‘Update Contacts’ link on the left side 
navigation area. 

 


